[image: image1.jpg]KING EDWARD VII’s
HOSPITAL




Job Description

	Job Title:
	Information Governance lead (and Medical Records Supervisor) 

	Accountable To:
	director of operations

	Reports To:

	business manager  

	Key Working Relationships:
	DATA PROTECTION OFFCER, MEDICAL RECORDS TEAM, GOVERNANCE TEAM, CALDICOTT GUARDIAN, MULTI-DISCIPLINARY TEAM MEMBERS


Job Summary

1. To be responsible for effective information governance processes in the hospital, be able to provide support, advice and guidance to staff on best practice for data protection and contribute to meeting the General Data Protection Regulations

2. Support and work with the Data Protection Officer and Caldicott Guardian in data protection and information governance 
3. The post holder will ensure effective and secure maintenance and access to patient medical records and patient information within the hospital. 
4. To support the day to day running of the medical records departments and management of the pulling, filing and scanning of medical records for the wider Hospital. 

Job Role

1. To be knowledgeable and advise staff and users to the provisions of the Data Protection Act/GDPR

2. To work with the Data Protection Officer and Hospital Governance team to ensure effective information governance within the organisation which includes providing advice and guidance to staff, attending Information Governance Committee (and providing reports and information as requested or required) training and support in relation to data protection and GDPR
3. To lead and support the medical records department in the delivery of all requirements in relation to all National Governance requirements such as CQC, GDPR and Information Governance Toolkit pertinent to the management of Clinical records. 

4. The post holder will  be part of the day to day support of the medical records activities assisting with the resolution of availability of notes. 
5. Support the department in further implementation of Electronic Document Management and implementation of associated change processes. 
6. Assist with departmental audits, service evaluation, research and development on a regular basis to improve the service. 

Key Duties and Responsibilities 
· Information Governance
1. Advise staff and users on issue relating to Information Governance/data protection

2. Support and lead on compliance with the Information Governance Toolkit

3. Review and update data flow within the organisation

4. Identify and support the review and documentation of Privacy Impact Assessments in line with GDPR

5. Support, action and advise on Data Requests from external parties queries both face to face and on the telephone.
6. Audit and report on issues relating to Informaiton Governance
7. Provide training and updates for staff and consultants on Information Governance and Data Protection issues as required 
· Administration
1. Retrieval, Audit and scanning of outpatient and inpatient medical notes in line with 
the departmental policies and procedures. 
2. Retrieval and tracking of medical notes and liaise with Wards/Theatre 
Departments regarding content and 
correct completion of notes ensuring the 
quality of these notes are kept to a high standard. 
3. Access patient details on Hospital PAS system ensuring that patient demographics 
are correct in the case notes against the administration system highlighted 
changes required if issues are found.  
4. Liaise with other departments regarding statistical information on patients.

5. Develop and maintain storage and access systems.

· General
1. Assist with general enquiries to medical records 
2. Ensure paperwork is filed daily correctly and ready for activity should the need occur. 

3. Assist in other areas of Patient Services when necessary.
4. Ensure that all Hospital Health and Safety and Security policies are read and complied with at all times.
5. Attend mandatory training courses annually.
6. Attend monthly departmental meetings and Information Governance meetings
7. Maintain patient and Hospital confidentiality at all times.
8. Perform any other duties as requested by the Business Manager or Operations Director.

Education and development 
1. Participate in personal development plan annually as part of Appraisal process. 
2. Keep skills up to date and relevant in order to carry out appropriate tasks in the area of information and desktop applications.

3. Use available resources to keep abreast of Medical records topics. 

4. Keep up to date with legislation in relation to data protection, Caldicott principles, confidentiality, Human Rights Act, Freedom of Information Act, GDPR etc. 

5. To be aware of the regulatory requirements and standrds of the Care Quality Commission (CQC) and Charity Commission and how they apply to the role and effective information governance. 
This job description is meant as a guide to the general scope of duties and is not intended to be restrictive or definitive.  It may be subject to review.

PERSON SPECIFICATION

	CATEGORY
	
	CRITERIA
	METHOD OF ASSESSMENT

	EDUCATIONAL


	Essential
	· Educated to at least ‘A’ Level standard 
· ECDL or equivalent experience of using IT programmes 

· Information governance (GDPR compliant) course or study day
	Application Form

Registration Number

	
	Desirable
	Experience of working with Compucare 
	Interview

	EXPERIENCE


	Essential
	· Knowledge and experience of Health Records management in a hospital setting 
· Specialist knowledge of patient administration systems

· Clear understanding of importance of confidentiality.
· Experience and knowledge of effective information governance and its application in healthcare
	Application Form

References

Interview

	
	Desirable


	Working knowledge of Databases 
	References

Interview

	SKILLS


	Essential
	· Experience of working within multidisciplinary teams 

· Possess a working knowledge of patient administrations. 

· Ability to work independently and process information quickly to identify risk and priorities for the hospital. 

	References 

Interview

	PERSONAL QUALITIES
	Essential
	· Ability to problem solve

· Excellent communication skills both verbally and written

· Able to adapt to change 

· Able to be assertive when necessary, using influencing, persuasive and negotiation skills 
· Demonstrates flexibility, caring attitude & adaptability
	References

Interview

	
	
	Demonstrates a commitment to own professional development.
	Application Form

Interview

	
	
	Can do attitude 


	Interview 

References 



	
	Desirable
	Eagerness to learn new skills 
	Interview
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